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Oﬂice Memorandum « vNiTED STATES GOVERNMENT

TO : Acting Chief, Persomnel Studies and Procedures  pargp; 1% July 1952
Staff
FROM : Acting Chief, Classification and Wage Division

SUBJECT: Revision of T/0 for Office of the Director.

1. Reference is made to the attached memorandum, dated 11 July
1952, from the Assistant to the Director _concerning the
request for the establishment of a new position in the Office of the
Director, CIlA,

2. The duties and responsibilities of the proposed position have
been reviewed by this Division and the position has been classified as
Administrative Officer (Assistant to the Director), GS-301-15.

3, The Director's Office also requested by telephone conversation
on 1l July 1952, that we initiate a request for the establishment of a
position to provide secretarial assistance to the incumbent of the Admin-
istrative Officer position. The position has been classified as Secretary
(Steno), GS=318-7.

is TUpon verbal request from the Director's Office, classification
review of two existing secretarial positions has been effected. On tne
basis of the current duties and responsibilities, each of the positions
has been classified as Secretary (Steno), GS-318-7.

5. Copies of Form 30-25, reflecting the classifications of these
four positions are attached., It is requested that action be expedited
in securing the required concurrences in view of the proposed intra-
Agency transfer of G ENUSENENMNEENNEE- o1 15 July 1952,
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Attachmentss

1, Memo from NN ::tcd 11 July 1952, subject

ICreation of New Position in Office of the Director"
2. Eight copies of Form 30-25
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